UNI TED STATES OFFI CE OF PERSONNEL MANAGEMENT
SAN ANTONI O SERVI CE CENTER

USAJOBS by Phone San Antoni o: 210-805-2402
VACANCY ANNOUNCEMENT NO. DS- 9- 02- 0053- KR

POSI TI ON TI TLE: MANAGEMENT ANALYST, GS-0343-09/11/12
AGENCY: Depart ment of Education

OPENS: 11/ 04/ 98

CLCOSES: 11/ 25/ 98

DUTY LOCATI ON: Dal | as, TX

VACANCI ES: 2

ENTRANCE SALARY: GS-9 $32,345 to $42,052 Per Annum

GS-11 $39,135 to $50, 873 Per Annum
GS-12 $46,903 to $60,979 Per Annum

PCSI TI ONS MAY BE FI LLED AT ElI THER GS5-09, GS-11, OR GS-12

FULL PERFORVMANCE LEVEL: GS-12
PCSI TI ON REQUI RES TRAVEL UP TO 40% OF THE TI ME

DUTI ES: The primary focus of this positionis to performa
variety of duties related to providing custonmer service support
to postsecondary institutions in the inplenmentation and
managenent of the WIlliam D. Ford Federal direct Loan Program (DL
Program. A Managenent Anal yst assigned to this office has the
title of Account Manager. Each account Manager is assigned a
nunber of regional colleges and universities that participate in
the DL program

Duties include: conducting of training in the regional Training
facility and on-site at postsecondary institutions; giving
presentations in front of |arge audi ences at conferences;

assi sting school personnel by providing technical assistance on-
site and via tel ephone, fax, and letter; analyzing MS and ot her
reports to determ ne participating schools’ success in operating
DL Program and participating in a variety of projects and
initiatives in support of the DL Programand other title IV
prograns adm ni stered by the US Departnent of Educati on.

QUALI FI CATI ON REQUI REMENTS:
M NI MUM QUALI FI CATI ONS:

GS-9 You nust have at least 1 year (12 nonths) of specialized



experience which is equivalent to the GS-7 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and
make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and a basic know edge of title IV
program regul ati ons, systens, and adm nistration; OR

2 full years (36 senester hours) of progressively higher
| evel graduate education or nmaster’s or equival ent degree
related to the position of Managenment Anal yst.

GS-11 You nust have at least 1 year (12 nonths) of specialized
experience which is equivalent to the GS-9 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and
make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and a good know edge of title IV
program regul ati ons, systens, and adm ni stration; OR

A Ph.D. or equivalent doctoral degree or 3 full years of
progressively higher |evel graduate education |leading to
such a degree or LL.M related to the position of
Managenment Anal yst.

GS-12 You nust have at least 1 year (12 nonths) of specialized
experience which is equivalent to the GS-11 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and
make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and an advanced know edge of title
| V programregul ati ons, systens, and adm ni stration.

BASIS OF RATING You will respond to a series of statenents
pertaining to your experience, unpaid experience, volunteer work,
or education. The statenents are based on the qualifications
requi renents and duties of the position. You will receive a
rati ng based on your responses to these statenents.

HOW TO APPLY:

You nust submt responses to the statenments in the Suppl enent al
Qualifications Statenent (SQS). These responses nmay be submtted
either electronically or by requesting and conpleting a Form C by
mai | .  \Whether you apply by mail or electronically, you nust also
submt a resune (include Social Security nunber) or an
application of your choice which supports your clains of
experience and education. For positions requiring undergraduate
or graduate |evel education, YOU MJUST ALSO SUBM T A COPY OF YOUR



COLLEGE/ UNI VERSI TY TRANSCRI PTS. Al l supporting material nust be
mai l ed to the foll owi ng address:

US Ofice of Personnel Managenent
San Antoni o Service Center

8610 Broadway, Suite 305

San Antoni o, Texas 78217

SUBM TTI NG RESPONSES TO THE SQS AND REM TTI NG SUPPORTI NG
MATERI ALS:

| f applying by mail, submt an original Qualifications and

Avai lability Form C (OPM Form 1203- AW i ndi cating your responses
to the questions in the SQ for this position to the address
listed above.

| f submitting your responses to the SQS electronically, use a
conputer and nodem and foll ow these instructions. The OPM
Control nunber for this position is DSO0053 and the Vacancy |D
Nunber is DS90053.

A World Wde Wb

1. Connect to the USAJOBS web site at
http://ww. usaj obs. opm gov

2. dick on "On-line Application" fromthe text |ine bel ow
the | ogo

3. On the “On-line Application” screen, you will be given two
options. Select “Conplete On-1line Suppl enent al
Qualifications Statenent”

4. On the next screen, scroll down until the "Enter Control
Nunmber" box appears. Enter the Control Nunber |isted
above and click on "Submt" to begin the on-1line
application

5. Follow the instructions on the Supplenental Qualifications
St atenent questionnaire for the rest of the itens

B) Federal Job Opportunities Board (FJOB) Conputer Bulletin

Board

1. Dial the Federal Job Opportunities Board (FJOB) at (912)

757-3100

2. Select "2" at the Main Menu for "Conferences and System
Functi ons”

3. Select "1" at the next screen for "Conferences"

4. Enter "26" for "Applications On-Line" and press return

5. Enter "O' for OPMs Electronic Application

6. Enter the Control Nunber |isted above

7. Enter "Y' to the question "Do you wish to conplete an
application now (Y/'N)?"

8. Follow the instructions on the Supplenental Qualifications

St atenent questionnaire for the rest of the itens



After conpleting the "On-line Application”, you will know if your
el ectroni ¢ subm ssion through the Wrld Wde Wb has been
successful when you receive a “Thank You” nessage stating that
your on-line application for this Control Nunmber has been
received. |f you applied through the FJOB Conputer Bulletin
Board, you will receive a nessage indicating that you can receive
a Notice of Applicant Responses through that system s E-mail

whi ch you can then view or download. |If you do not receive such
nmessages, please try again as this indicates that your responses
have not been entered into the Ofice of Personnel Managenent
dat a bank

PLEASE | NDI CATE AT THE TOP OF YOUR APPLI CATI ON OR RESUME THAT YOU
HAVE APPLI ED ELECTRONI CALLY.

Your application/resune and college transcripts (if applicable),
must support your responses to the statenents in the SQS.

Failure to provide supporting docunentation may result in a | ower
or ineligible rating. Any exaggeration or m srepresentation of
your experience or education, or attenpts to conceal information,
is cause for not hiring you, renoving you froma Federal
position, or barring you from Federal enploynent in the future.

If you are claimng 5-point veterans' preference, you nust submt
a copy of your DD214 or other proof of eligibility. If you are
claimng 10-point veterans' preference, you nust submt a copy of
your DD214, a Standard Form 15 and the required proof of
entitlenent.

“Note: Under a new | aw, the Defense Authorization Act of Novenber
18, 1997, accords veterans’ preference to anyone who served on
active duty during the Gulf War from August 2, 1990 through
January 2, 1992. The law grants preference to anyone who is
otherwi se eligible and who served on active duty during this
period regardl ess of where the person served or for how | ong.
The | aw al so authorizes the Arned Forces Expeditionary Medal for
service in Bosnia during Operation Joint Endeavor (Novenber 20,
1995- Decenber 20, 1996) and Operation Joint CGuard (Decenber 20,
1996-to0 be determned). The Secretary of each mlitary
departnment w |l decide which nmenbers are eligible. The award of
the Arnmed Forces Expeditionary Medal is qualifying for veterans’
preference. More information of veterans’ preference is
available in the Vets Guide that can found on the Internet at
WWW. opm gov. ”

WHERE TO OBTAI N APPLI CATI ON FORVB

If you plan to submt all of your application materials by mail,
you may obtain a Form C and the SQS by calling the USAJOBS San



Antoni o Line on (210) 805-2402, press 1 at the nmain nenu, then
press 3, then press 1 to record your request for the conplete
application package for Vacancy Announcenment DS-9-02-0053-KR

FI LI NG DEADLI NES:

FI LI NG ELECTRONI CALLY: Electronic responses to the SQ@ can be
entered only during the open period. |If you file your SQS

el ectronically, your “COVPLETE’ application package nust be
received by (11/25/98) in order to receive FIRST consideration
for enploynent. “COVPLETE’ application packages received after
(11/25/98), but postmarked on or before (11/25/98) wll be
accepted, but will not be considered unless the hiring agency
requests additional nanes. NOTE: “I1 NCOWLETE® PACKAGES RECEI VED
OR POSTMARKED BY THE CLOSI NG DATE W LL NOT BE ACCEPTED AND W LL
NOT BE CONSI DERED AS TI MELY FI LED.

Your application package nust include the following to be

consi dered “ COVPLETE":

1) A hard copy of your responses to the el ectronic suppl enental
guestionnaire.

2) The Optional Application for Federal Enploynent (OF612), a
resune, or other witten format.

3) Proof of Veterans’ preference (if applicable)

4) College/University transcript (if applicable)

APPLYI NG BY MAIL: Your “COVMPLETE” application package nust be

received by (11/25/98) in order to receive FIRST consideration

for enploynent. “COVPLETE’ application packages received after

(11/25/98), but postmarked on or before (11/25/98) wll be

accepted, but will not be considered unless the hiring agency

requests additional nanes. NOTE: “1 NCOWPLETE"® PACKAGES, RECEI VED

OR POSTMARKED BY THE CLOSI NG DATE, W LL NOT BE ACCEPTED AND W LL

NOT BE CONSI DERED AS TI MELY FI LED.

Your application package nust include the followng to be
consi dered “ COVPLETE":

1) The Optional Application for Federal Enploynent (OF-612),
a resume, or any other witten format.

2) Conpleted Form C (OPM Form 1203- AW

3) Proof of Veterans’' preference (if applicable)

4) Coll ege/University transcript (if applicable)

| NSTRUCTI ONS FOR COVPLETI NG FORM C:

DO NOT STAPLE, TEAR, OR PAPER CLIP THE FORM C. DO NOT SUBM T
PHOTOCOPIES OF THE FORM C. W can process this formonly if you
use a nunber 2 lead pencil, conpletely blacken each oval you
choose, and conpletely erase any m stakes or stray marks. Page 1
and page 2 of the Form C requests general information about the



position, your enploynent availability, and personal data.
Foll ow the instructions belowto conplete Blocks 1 - 16.

REFER TO FORM C, PAGE 1

BLOCK 1: Wite Your Full Name

BLOCK 2: Job Applying For: Managenent Anal yst, GS-0343-09/11/12
BLOCK 3: Enter Announcenent Nunber: DS-9-02-0053-KR

BLOCK 4: Enter Cccupation Code: 0343B

BLOCK 5: Enter Case Nunber: 90053

BLOCK 6: Enter Lowest Grade you will accept:

BLOCK 7: Enter Your Enploynent Availability

BLOCK 7E: LEAVE BLANK

BLOCK 8: Enter Cccupational Specialty: 001

BLOCK 9: Enter Ceographic Availability: 417

REFER TO FORM C, PAGE 2

BLOCK 10: Enter Your Full Name

BLOCK 11: Enter Your Social Security Nunber

BLOCK 12: Enter Your Tel ephone Nunber and Contact Tine
BLOCK 13: Enter Your Street Address

BLOCK 14: Enter the Gty You Live In

BLOCK 15: Enter the State Code You Live In

BLOCK 16: Enter Your Zip Code

CTAP & | CTAP APPLI CANTS

| ndi vi dual s who have special priority selection rights under the
Agency Career Transition Assistance Program (CTAP) or the

| nt eragency Career Transition Assistance Program (I CTAP) nust be
well qualified for the position to receive consideration for
special priority selection. CTAP and |ICTAP eligibles wll be
considered well qualified if they score 90 or above for this
position and grade.

Federal enpl oyees seeking CTAP/ I CTAP eligibility must submt
proof that they neet the requirenments of 5 CFR 330.605 (a) for
CTAP and 5 CFR 330. 704 for ICTAP. This includes a copy of the
agency notice, a copy of their nost recent Performance Rating and
a copy of their nost recent SF-50 noting current position, grade
| evel, and duty |ocation. Please annotate your application to
reflect that you are applying as a CTAP or | CTAP eligible.

SUPPLEMENTAL QUALI FI CATI ONS STATEMENT ( SQS)
for
Vacancy Announcenent No: DS-9-02-0053-KR

REFER TO FORM C, PAGE 3.



BLOCK 17: YOU WLL BE ASKED A NUMBER OF QUESTI ONS CONCERNI NG THE
PCSI TION TO BE FILLED. THE ANSWERS YOU G VE W LL BE VERI FI ED
AGAI NST | NFORVATI ON YOU PROVI DE | N APPLI CATI ON FORMS, BY CHECKI NG
REFERENCES, AND THROUGH OTHER DOCUMENTATI ON SUBM TTED.  ANY
EXAGGERATI ON OF YOUR EXPERI ENCE OR ANY ATTEMPT TO CONCEAL

| NFORMATI ON CAN RESULT I N YOUR BEI NG REMOVED FROM A FEDERAL JOB
AND I N BARRI NG YOU FROM SEEKI NG FEDERAL EMPLOYMENT | N THE FUTURE

QUALI FI CATI ON REQUI REMENTS: Question 1 pertains to the
qualification requirenents for this position. Darken the oval on
the Form C corresponding to your response. Select only one
letter for each statenent.

1. Fromthe descriptions below, select the letter correspondi ng
to the statenent that nost clearly and accurately describes
your basic education and experience. Select only one letter.

A. | have at least 1 year (12 nonths) of specialized
experience which is equivalent to the GS-7 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and
make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and a basic know edge of title IV
program regul ati ons, systens, and adm nistration.

B. | have 2 full years (36 senester hours) of progressively
hi gher | evel graduate education or master’s or equival ent
degree related to the position of Management Anal yst.

C. | have at least 1 year (12 nonths) of specialized
experience which is equivalent to the GS-9 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and
make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and a good know edge of title IV
program regul ati ons, systens, and adm nistration.

D. | have a Ph.D. or equival ent doctoral degree or 3 ful
years of progressively higher |evel graduate education
| eading to such a degree or LL.M related to the position
of Managenent Anal yst.

E. | have at least 1 year (12 nonths) of specialized
experience which is equivalent to the GS-11 level in the
Federal service that provided me with the ability to
research and eval uate probl ens, devel op sol utions, and



make sound recommendations; ability to communicate orally
and in witing, skill in wrking with diverse groups with
differing priorities; and an advanced know edge of title
| V programregul ati ons, systens, and adm ni stration.

F. | have a conbination of graduate education and specialized
experience. (To neet this requirenment, you nust have
conpl eted nore than one full year of graduate education in
a field directly related to the work of a Managenent
Anal yst, and you nmust have specialized experience working
as a Managenent Anal yst at the GS-7 or higher level in
Federal service. The conbination of education beyond the
1st year in graduate school and specialized experience
must equal at least on full year to qualify).

G | do not have specialized experience or education as
descri bed above, but | believe |I can performthe duties of
this position.

SPECI ALI ZED EXPERI ENCE: Experience whi ch denonstrates know edge
and abilities to performthe duties of this position. Fromthe
choices below (A - E), choose ONE that best describes your
experience and/or training for statenents 2 - 25. Darken the
oval on the Form C corresponding to your response. Select only
one letter for each statenent.

No experience or education.

Education/training only.

Cccasionally performtask under cl ose supervision.
Frequently and independently performtask.

Maj or part of my job, and my supervisor considers nme an
expert in performng this task.

mooOw>

| F YOU CHOOSE E, PROVI DE THE NAME AND TELEPHONE NUMBER COF A
SUPERVI SOR THAT CAN VERI FY YOUR EXPERTI SE.

NOTE: YOU MUST PROVI DE A VWRI TTEN DESCRI PTI ON OR Cl TE EXAMPLES ON
YOUR APPLI CATI OV RESUME COF SPECI FI C PROJECTS OR EXPERI ENCE( S)
WHERE YOU PERFORMED THE TASKS DESCRI BED | N THE FOLLOW NG
STATEMENTS.

2. Devel op pl ans for conducting Student Financial Assistance
Program ( SFAP st udi es).

3. Devel op pl ans for managenent control neasures.

4. Eval uate the effectiveness of existing practices,

procedures, reports, policies, and directives.

5. Exam ne overall programissues, researching and recomendi ng



10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

new t echni ques or approaches to acconplish goals.

Conduct analysis of data acquired fromnultiple student
financi al assistance data systens.

Conduct research basic to the advancenent of sound
managenent princi pl es and program adm ni strati on.

Reconmend appropriate action on the basis of research and
anal ysis and pronotes, inplenents, and/or follows up on new
concepts, equipnent, techni ques, or conputer systens and
sof t war e.

Devel op and i npl ement data anal ysis systens.
Devel op and i npl enrent managenent information systens.

Devel op and i nplement tracking and progress reporting
syst ens.

Conduct managenent studi es/surveys for purposes of
stream i ni ng processes, achieving greater econony and
efficiency, inproving programoperation and to determ ne
conpliance with agency regul ati ons, procedures, sound
managenent practices, and effective utilization of staff.

Assist in determning the standards, data, and requirenents
needed to facilitate program pl anning and nanagenent .

Assure validity and tineliness of data.

Revi ew reports and findings to anal yze progress and status
of program obj ecti ves.

ldentify data required for use in the managenent and
di rection of prograns.

Anal yze and eval uate (on a quantitative or qualitative
basis) the effectiveness of |ine programoperations in
nmeeti ng established goals and objecti ves.

Per f or m managenent surveys to determ ne conpliance with
agency regul ations, procedures, sound nmanagenent practices,
and effective utilization of staff.

Present information and recomrendati ons to managenent and
others orally.

Present information and recomrendati ons to managenent and
others in witing.



21. Conduct training to groups and i ndividual s.

22. Devel op procedures and systens for establishing, operating,
and assessing the effectiveness of adm nistrative control
systens such as those designed to prevent waste, | oss,
unaut hori zed use, or m sappropriation of assets.

23. Work as a team nenber.

24. Wrk as a team nenber on projects which involve or inpact
several groups within the organization.

25. Coordinate activities between groups to neet organizations
goal s.

The follow ng statenents further describe desirable

qual ifications associated with this position. Please select
either “A” for YES or “B” for NO Darken the oval on the FormC
correspondi ng to your response. Select only one letter.

26. | have held a position that required a know edge of Title
| V.

27. 1 have held a position that required extensive program and
systens know edge.

28. | have held a position that required a know edge of student
ai d prograns.

REFER TO FORM C, PAGE 3

BLOCK 18: LEAVE BLANK
BLOCK 19: LEAVE BLANK
BLOCK 20: ENTER DATE OF BI RTH
BLOCK 21: LEAVE BLANK
BLOCK 22: LEAVE BLANK

REFER TO FORM C, PAGE 4

BLOCK 23: Darken the oval that corresponds with your current
veterans status. (For 10-points preference you nust
submt a conpleted SF-15.)

BLOCK 24: Answer questions 1-4. If you answer yes to questions
2,3, or 4, please provide an explanation on a separate
sheet of paper.

BLOCK 25: Enter mlitary service dates (if applicable)

BLOCK 26: Read the Privacy Act statenent and bl ock 26, then sign
and date the Form C



WARNI NG  Your answers to the questions on the FormC will be
verified against the informati on you provide in your
application/resune. |f your application/resune does not
corroborate your background, education and experience, your
overall score will be adjusted accordingly, which could result in
your being rated ineligible for this position.

*| MPORTANT* Pl ease take a mnute to carefully review your
entire Form C prior to subm ssion to ensure all of the sections
have been conpl eted according to the instructions on this
guestionnaire. Failure to correctly or conpletely fill-in your
Form C could result in your being rated ineligible for this
posi tion.

THE FEDERAL GOVERNMENT |'S AN EQUAL OPPORTUNI TY EMPLOYER
WE APPRECI ATE YOUR | NTEREST | N FEDERAL EMPLOYMENT



